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APPLICATION FOR RECORDS RETENTION SCHEDULE Dg::;ﬁﬁﬂgg;f gf: 5:;@:&22:3; f'Tlé\;gHY

—_— e ng,w e e RECORD; MANAGEMENT T, DIVISION
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INSTRUCTIONS See Publication :No. 76—!¢’.M—1 for instructions on completing thus form. Forward srgnepi original to
Department of Archives and History, Records Management Division, 330 Capitol Avenqe Atlanta, Georgia, 30334
Attention: Scheduling Sectlon
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I #oR AGENCY USE 1. Agency Address . T [ FOR RECORDS MANAGEMENT use |
; Application Dste . e ' Application Number
| _o-16-80 | Aiﬁfﬁiiﬁiﬁiﬁmﬁ fi‘n’ port Potice | 780 L 36-8
:\a—hcatlon Numbér S Post Office Box 2406 . "Date Recaived Date C Complated -
88 Savannah, Georgia 31402 OCT 1 1980 _JNOV = 3 1980
'3 PersontoContat  WorkingTitle | Telephone Number |
William L. Kilroy, Jr. - Chief o 964-1721 # 211

o~ —— [N s e e e e e s e P R,

- ) T T

3. Action Fleque‘ted ;
a. J Estaonsn Retention Schedule?t'ecord will continue to accumulate.
b. [ Dispose of present accumulation; no further accumulation anticipated.

1__¢ X Amend Application No. 78-236______ Check One: 3 Change; (3 Supercede; O Void

I 4. Dates of Series 5. Records Serias Title (followed by title used in office; if different)
Earliest . Latest -

: 1973 |To Date | OffIClal _Reports ‘of Damages of Accidents

E D-vm@n and COtfice Functign What is the function of the Division and the Office in which this record series is created?

The Port Police Depariment is responsible for vehicle security (issuance and maintenance
of all decal records, logging of non-registered vehicles, processing of incoming and out-
' going trucks), internal security (conducting record checks for all new personnel, periodic
testing of securlty procedures for integrity, investigation into background for Port
Police personnel), physical security (conducting rolling patrols and regular key patrols
through all areas of the Port). Maintain fire prevention systems, conduct fire prevention
and fire fighting training for Port Police petrsonnel. Enforces traffic ordinances,
develops and maintains parking plan and maintains liaison with other agencies; example,

Coast Guard, F.B.l., G.B.l., Customs including surveillance, investigation and pilferage
activities. .

e e e i — — - ]
7. Record Senes Desgﬂptlon Thns fl!e contams the follownng documents (mclude form numbers and t.-tles if any): i
Attach samples of the file. '
Documents relating to: . Any reports of damages, accndenTs or |nC|den+s occurrlng on the
' S ~ Port facillfles L
included are: Property damages, cargo damages, ‘equipment damages, accidents and
incidents at Garden City and Ocean Terminal.
File is arranged: Chronol og Tcal
8. Monthly Reference Rate  How often are records referred to which are: T
One to six months old 30 ____: Seven to twelve months old __ 20 ___; Thirteen to twenty-four monthsold __.10____;
twenty-five months and older___2 ? _
9. Annual Rate of Accumulation of Rerords T : ' B S

- .._; Other (specify) — —

1
Letter-size drawers ey Legal-size drawers 2w ; Shelves

SR—50—71; Rev.78 ' ’ . {Over)
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_y;s_, ,,NQ 10 Ouestlonnalre {Place an "X" in_the proper oolumnTh‘ } 7,,7“_“;__; - __ _ ) | e
a. s this the official copy of the series? i
XL If_not, where_is_it? I ) - =
% b. Does the series contain-‘confidential information requiring security handling? If ves, cite law or regu‘;lati?ri'.
Dt e s ; ,, i :
« | _c. Isthis a vital record? ) o ] - ’ :
Lx d Does this series have hustorical or long ¢ term research value? e !
e. When one or two documents in the file make it necessary to keep the entire fnle for a loeng period, could these
X documents be scheduled separately? . . .
L X __ﬂ_lﬂltMQmatlm &ntained in thaugries ever. pubhshed?_ Lf ves. anacb_mgyh_.._%
F3 |\7he ﬁormatton cofitained in this series ever analyzed and/or recorded ina summanzed report?
1 X . If.ves, attach cooy, . . S - T~ I
l h Is there a duplication of this series in your offtce or in another office or agency?
X1 o If ves. where? —— e .
. ] x I 1. Is this series (or maromortron Of_Lt} reqularlv m|crofxlmed? e : S T SV S
X _Does the record series result in a comouter printowt? oo e
11. Ratentlon Reguirements t The foltowing requires the series to be kept:
a. State Law .-4 .years, d, Audit period . —_— e~ Y@ETS,
b. Statute of limitation ————-—— — - —._years, . - e, Administrativeneed _ _ _ _____ _ __ ___ years.
c. Federal law e YRS, f. Federal retention instructions .. ___vyears.
Attach copy or excerpt of laws or regulations. Explain administrative need. -
__;_: i e ;l_'_-_,_,.' s SN Sl Y AP S UL SR : _ ,___#..._ e
12, Annmved Disposatw-\ lnstructlons - This agencv :‘ecommehds that the fite Senes be cut orf at the end of each - .
T S i B Calendar Year. 0 Fusml Year CI Other B T q_H_,_tnen h
v} Hold in the currentfnles area” . _month(s) ___.fl = ,,,'fear(s);then | -
@ Transfer to local holding area, hold '3 . ';.year(s) then s
O Transfer to State Reéords Ceriter’ hold — i yedr(s); then 1 -
R Destroy.
[C Transfer to State Archives for permanent retention.
O Other (Specifyl
“ 2
This schedule applies to all damage‘répdr+s which do not fall under the Admiralty Law.
Official reports falling into this category will be filed separarely Untit these
reports Increase in number, a ‘schedule WI|| not be wriftten. - T -
]
These instructions apply to all prior and future accumulations of the series.
_Jeﬁ;;-headloesignee (:S;:;nfaﬂtu',g “ *ﬁ “j)qtej é is M agemep( Officer ngnature} - - Date
///%/ 722,57 /TM/@/ Z-+/7-£O |
. _ State Record/ Comnpjttes (Signature) Date
Recommendations in para- o 7 .
graph 12 are approved. ~ State Auditor/Designee /J - 30‘{‘)
{If disapproved, attach letter VAL e . ' '
of explanation.) Secrétg i State/Designee W / M /0 ~-277 8
Attorney General/Designee /%}&W e //’j 74
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APPLICATION FOR RECORDS RETENTION SCHEDULE DEPARTHONT DE e ARY OF STATE v
— / ‘ . e RECORDS MANAGEMENT DIVISION

INSTRUCTIONS See Publication No 76—RM--1 for mstructlons on completing thns form Forward segned ongmai t0
] Oepartment of Archives and History, Reoords Management Division, 330 Capitol Avenue Atlanta, Georgia, 30334,
Attention: Scheduhng Sectuon

! I}

- —————

| ___FORAGENCYUSE |1, Rzaaﬂdr;" T T - FOR RECORDS MANAGEMENT USE
: Application Date} . : GEOY'Q'I a Ports AuthOY"l ty ' ' Appllcatlon Number
‘ 9- 13 78 Administration Division, Port Police 8 2_ 3 (°
smsication Nembs | Post Office Box 2406 | Dol Amived Do Comaned
99 Savannah, Georg1a 31402 - 3 1978 06T 23 1978
' 7. Person to Contact S ‘WorkingTitle -~ Telephone Number
‘ William L. K11roy, Jr. Chief of Port Police 964 1721 211

{ ﬁctlon Requested
3. & Estaousn Retention Schedﬁ‘e; record will continue to accumulate.

b. D Dispose of present accumulation; no further accumulation anticipated.

€ o Amend ApplicationNo. . _.._ . .. Check One: T[] Change; [0 Supercade; 0 Vaid

' 3_ Dates of Series 5. Recsards Serles Title (followed by title used i m offfce if d.-fferent}
' Earliest Latest

1973 | To Date 0ff1c1a1 Reports of Damages or Accidents

[E Diviston and Gffice Function What is the function of the Division and the Office in which this record series is created?

The Port Police Department is responsible for vehicle security (issuance and maintenance
of all decal records, logging of non-registered vehicles, processing of incoming and out-
going trucks), internal security (conducting record checks for all new personnel, periodic
testing of security procedures for integrity, investigation into background for Port
Police personnel), physical security (conducting rolling patrols and regular key patrols
through all areas of the Port). Maintain fire prevention systems, conduct fire prevention
and fire fighting training for Port Police personnel. Enforces traffic ordinances,

i develops and maintains parking plan and maintains liaison with other agencies; example,
Coast Guard, F.B.I., G.B.I., Customs including surveillance, investigation and pilferage

activities.
7. Record Series Desuiption This file contains the following documents {include form nurﬁge?s:;id titles, if any): T
Attach samples of the file,
- Documents relating to: Any reports of damages, acc1dents or incidents occurring on the
Port facilities.
included are: Property damages, cargo damages; equipment damages, accidents and
incidents at Garden City and Ocean Terminal. '
File is arranged: Chronologically
"8. Monthly Reference Rate " How often are records referred to which are: T
One to six months old ___ 39*_ Seven to twelve months old 20 —~; Thirteen to twenty-four months old _1_0 e a}
twenty-five months and older 2
9 ﬁ{n_rru;;l_ﬁate Of Accumﬁn Of Rm‘-bl’dl 7 !/7 7 ey
Letter-size drawers . .. —....; Legal-size drawers ___.. 2. ___; Shelves am i} Other (specify)
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YES | NO 10 Questlonnalre (P!ace an “X" in the proper calumn) £ . e

a. |s this the official copy of the series? , - - | , | s
PX L 1 ifnot whereisit? S ‘ I

X b‘ Does the series contam'conf:dentlal mformatnon requmng security handlung? If yes, cite Iaw or regulatnon A

o o e S Y e mm—————— s e T e — o - T —

X __g. Is this a \ntal record?___'_r ;‘

—_— Y T et o += I

e When one or two documents m the flle make |t necessarv to keep the entlre f|le for a long period, could these
1. 2_ 1 . _doguments be scheduled separatelv? .
[ | X | "%, 1s the information contained in this series ever published?. if ves. attach copv.
g. is the information contained in this series ever analyzed and/or recorded in a summanzed report?
T B _1f_ves, attach copy, S e e e — e R
h Is there a duplrcatlon of thls series in your off;ce orin another offu:e or agency?

X M ves. where? Director of Admi mstratwn 1, Insurance Manager

b~ — —_—r =

1 X l Is this series for @ major portion of it) reqularty microfilmed? __.._ . ..
. I x ) Does the record series result in a computer orintout? .
11. Retentton Requirements T The foltowing reguires the series to be kept:

it T i

e A o o o

a. State Law —_ -_-..ﬂ_._A,_years. d. Audit period ' ' . ._.years,
b. Statute of limitation . __. = __.._ . _years. " e. Administrative need - _..years.
c. Federal law e oYeGrS, f. Federal retention instructions . ... _years.

Attach copy or excerpt of laws or regulations. Explain administrative need.

- e i o = = G T e —a - T e ———— e e — ﬁme@—-whﬁ,

12 ‘Aporaved Dlsposmon Instruchons This agency recommends ‘that the file series be cut ot at the end of each:
& Calendar Year; 0 Fuscal vear; O Other _ , — then,

@ Hold in the current files area . —— month(_s) 2 A__i_/_egrk(as); then
60 Transfer to local holding area, hold — 2 __yearls); then '

O Transfer to State Records Center;hold .~ . year{s}; then

Destroy.

O Transfer to State Archives for permanent retention.

O Other fSpecify) :

This schedule applies to all damage reports which do not fal] under the Admiraity Law.
Official reports fa]]lng into this category will be filed separate1y Until these
reports increase in number, a schedule will not be written. ,

These instructions apply to all prior and future accumulations of the series. ;

| Agency Head/Deslgnee (Sgnature} ] . " Date IRecords Management ¢ thcer {ngnature}

& L LS _ﬂmjfz;,?/??\&zué j/mzt/méz/ ?ZSI

State Records Commiggee {Signature) _
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Recommendations in para- [~~~ 7 T TR
graph 12 are approved, ~ State Auditor/Designee

(If disapproved, attach letter T ! o
of explanation.) Secretapy te/Designee | /%4,

Attorney General/Desngnee
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